B.Earliest & Latest |9.Exact Series Title : '~ '
Dates of Series i (Agency~wide Common Standard)
1965 - present Social Work TIndividual Case Files o B

L0. What is the function of the office in which this record series is created?

The Department of Human Resources is responsible for the planning, organizing,
directing, coordinating and controlling the delivery of services to the res- '
idents of Georgia. The Division of Mental Health is responsible for admin-
istering, supervising and regulating the programs of the State which involve
the diagnosis and_ treatment of mental disorders., Included are diagnosis and
treatment of drug problems; diagnosis' and treatment of problems involving
alcohol; administration of mental institutions; diagnosis and treatment of
mental disorders other than those previously mentioned.

1. This file contains the following documents (1nclude form numbers and tltles, 1f any,
and file arrangement) ’ S

Documents relating to: The interviewing of patients in State hospitais
-and appropriate individulils to assist in the adjustment of the patient
and in the evaluation of personal and social data for diagnosis aud

treatment.

#

. ANNUAL RATE OF ACCUMULATION
. Letter-site ¥ile Dravers

Infiuded:are:. Informétion obtained from interviews, personal history ;';,‘ ;
~statéments, abstracts or copies of .pertinent medical records, -and
—~8imilar or related documents. . f
File is‘artanged: Alphabetically by name of patient. igei
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< ATTACH SAMPLES OF THE FILE )
2 . EQUTPMENT ACCHPIED No. ol Dravers Cu. Ft. of Records Wo. of Dravers Cu Ft. of nece:i:r-
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AVERACE DAILY REFERENCES

STATE B . . . ) OFFICE OF !ICISTAI! OF BTATE PAGE
OF App] jcation for DEPARTHEET OF ARCBIVES & NISTORY 1
ceomss  RECORDS DISPOS}TIQN STANDARD  wsconvs' mansomuasr orvrstos
1 _lpvliuﬂ'u Date ] INSTRUCTIONS: Ses sdparate instructions for completion of § FOR RECORDS !unmn!'rnl USE i ..
Dec. 9, 1974 front and raveres of this form. Sign originel and two eopiss Date Recaived Applicatian No. bate Completed
2 , Maency Application Na. - and forvard to ‘ﬂcpart-unf of Archives and Nistory, Attentiqn: BEC 1 ] 1974 ‘7q qsq DEC 2 4 farg
DHR-DMH-8 , accard:_uana_é._uni officer. o . . . ) ] e S )
3 _iﬁi??:"muuon. Subdivisfon & Administering Office Address il : ‘Per-on te Contact
Department of Human Resources ' _
Division of Mental Health : .- . : Charles G. Braden -
47 Trinity Ave., Room 535-H B vorxina Titie Tel. Wo.
Atlanta, Georgia 30334 N 656-4908
7.RCTION REQUESTED : ' .
m ESTABLISH DISPOSITION STANDARD; DISPOSE OF PRESENT ACCUMULATION;
‘ RECCRD WILL CONTINUE TO ACCUMULATE. NO FURTHER ACCUMULATION ANTICIPATED.
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QUESTIONNAIRE Place an "x" 1ia tnc proper colusn. If n-ruver is "Y-!S." plemse explaln YE_S _‘_NRO_t
13. Is this the Record Copy of the series? T kK] [ ]
1L, Ts there a duplication of this $eries in another office or agency? - k1 [1
Partial duplication in patient’'s medical record folder :
15. Is the information contained in this series ever summarlzed or published? [] k]
- Attach copy of summary or publlcatlon -
16. Does the serieés contain classified information requiring security handllng? k1 [ ]
Restrictéd to persons on a need to know basis. T
17. Does the series initiate, amend or terminate agency policies and procedures? 11 k!
18. Could the function be performed if the files were lost or destroyed? k1 (]
19. Is the series (or major portion of it) regularly microfilmed? If yes, why? [ 1 k]
20. Does the record series prov1de data as 1nput to an EDP file? [ 1] K]
( - - I T ’\ N - T.
21. Does the record serles contain documentatlon produced as EDP printout? 1 k1
22. Has the Federal Covernment issued 1nstruct10ns governlng the retentlon/dlspo- 1 k]
sition of these files? : -
23. Wlll there be a . need for these records 10, 15 years from now? If yes, what? - [ 1 k1
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2b. REQUIREMENTS The' fol_low_ing :reqnires the files to be kept_sée below

e.[]JSTATE b.[]STATUTE OF c.[]AUDIT  d.[]FEDERAL e.f]ADMINISTRATIVE f.[]HISTORICAL
LAaW LIMITATION " PERIOD LAW DECISICN ' VALUE
(Cite Law, Statute, or other reason for the retention requirement)

25. AGENCY RECOMMENDATIONS. This agency recommends that the file series be cut off at the end |
of each -[]CALENDAR YEAR -[]FISCAL YEAR - [jlOTHER _ ,then:

Hold in the current files area » month(s)/ year(s) .
Transfer to [ ] State Records Center [ ] Local Holding Area; hold year( s):

e
[N S Y

Destroy.- T T
Transfer to State Archives for permanent retention. N _
Destroy imrediately after cut- off. M
[ x] Other: (Spec1fy) '
?;; When there has been no service to the client for 6 months or the
N client is discharged or dies, place record in the Inactive file;
£ then cut off at the end of each calendar year; ho!d | year; then =
¥ destroy. |

OTHER REQUIRED SIGNATURES DATE
2oty o8 Al 12-9-7¢
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